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EAT AA! 


Your magazine comes to you this month in a 
brand-new format! We hope that you like it. 





As our membership increases, thereby creating a 
larger circulation of interest to advertisers seeking to 
reach secretaries, we shall be able to increase the 
number of pages, publish more pictures, and print 
more news. It is hoped that eventually THE SEC- 
RETARY wil! become to the secretarial profession 
what the JOURNAL OF THE AMERICAN 
MEDICAL ASSOCIATION means to the medical 
profession and what the AMERICAN BAR ASSO- 
CIATION JOURNAL means to the legal profes- 
sion. We have hitched our wagon to a star, and we 


do not intend to be deflected from our course! 


For the benefit of any member who wants to con- 
tinue filing in her N. S. A. binder the lectures on 
Letter Writing and Personality Development, pages 
5 and 6 each month may easily be cut and punched 
for convenient insertion in the binder. Some members 
may want to file the entire magazine in their N. S. 
A. binders. This, too, can be done, because no 


change has been made in the page size. 


THE SECRETARY is the product of no one 
person. It is produced by the combined activities and 
energies of N. S. A. members everywhere. It will be 
what you and your sister secretaries make it. You 
can do your part by contributing more pictures, more 
news, more articles designed to be of specific interest 
to secretaries. Let us work together in this direction, 
and we shall yet have the magazine of which we 


have dreamed. 


In preparation for this new format, no copy was issued 
for February. However, the 1945 series will, as usual, 
contain ten full issues. 
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Officers of Sangre de Cristo Chapter, Pueblo, 
Colorado, and their Kiwanis guests. Left to 
right: Florence Fairchild, Gertrude Haynes, 
T. Thorne, Vivian Osborne, Guy L. Evans, 
Virginia Dyer, Dorothy King. Mr. Thorne is 
president of the Kiwanis Club of Pueblo; Mr. 
Evans, a past president of the Club. 
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IN THE SPOTLIGHT 


Missouri Chapter (St. Louis, Mis- 
souri): for its patriotic contribution 
in selling more than $600,000 worth 
of war bonds in the last War Loan 
Drive. Also, for establishing a fund 
with which to award each year a 
scholarship in Hadley Vocational 
School to some deserving girl as- 
piring to become a secretary. 

Gopher Chapter (Minneapolis, Min- 
nesota) : for its impressive Boss Night 
Dinner, at which George Grim, as- 
sistant city editor of the Minneapolis 
TRIBUNE and recently director of 
foreign broadcasting for the Chinese 
government, spoke on “China From 
the Inside’. 

General Forrest Chapter (Memphis, 
Tennessee): for its continued activity 
in the entertainment and purchasing 
of little luxuries for the convalescent 
soldiers at Kennedy Hospital. Also, 
for making SALLY SECRETARY’S 
NOTEBOOK, its chapter bulletin, the 
best chapter bulletin in N. S. A. 

Ak-Sar-Ben Chapter (Omaha, Neb- 
raska): for its playlet, ON THE AIR, 
which has been in steady demand by 
other Omaha clubs ever since the 
chapter’s Christmas party at which 
the playlet was first presented. 

Westport Chapter (Kansas City, 
Missouri): for 180 hours of time (ac- 
cumulated 2 hours every Tuesday 
evening) to Russian War Relief ac- 
tivities. 

Redbud Chapter (Oklahoma City, 
Oklahoma): for its first anniversary 
party at which Claude W. Stone, 
president of Hill’s Business Univer- 
sity, gave an interesting talk on sec- 
retaries who have carved for them- 
selves a reputation in the world of 
business. 

Hawkeye Chapter (Des Moines, 
Iowa): for its enjoyable Boss Night 
Dinner at which Barry Lake, sports 
editor for Radio WHO, conducted an 
hilarious “Truth or Consequences” 
program with the bosses, and at 
which Will Zaiser of the Prudential 
Insurance Company discoursed en- 
lighteningly on Russia. 

Louisville Chapter (Louisville, Ken- 
tucky): for its new club room, the 
first meeting in which was christen- 
ed with an interesting lecture by 
Cissie Gregg, feature writer for the 
Louisville COURIER-JOURNAL. 

Will Rogers Chapter (Tulsa, Okla- 
homa): for the Valentine issue of the 
LASSO, its chapter bulletin, with the 
most attractive cover design of the 
month. 

Fiesta Chapter (Santa Barbara, 
California): for the lovely dinner at 
which Mrs. John F. Manning, chair- 


man of the Veterans Coordinating 


Council, spoke on ‘“What’s Being 
Done For Our Veterans’. 
Blackhawk Chapter -..(Davenport, 


Iowa): for its funrest, “St. Patrick’s 
Jamboree’, into which was poured 
the mirth of old Erin. 

Sioux Chapter (Sioux City, Iowa): 
for its highiy entertaining book re- 
view at which Emily Bruce Hoyt, 
talented book reviewer, reviewed 
Mazo De La Roche’s THE BUILD- 
ING OF JALNA. Also, for SIOUX 
SENTINEL, its newsy chapter bul- 
letin. 

St. Louis Chapter (St. Louis, Mis- 
souri): for its interesting dinner 
meeting at which Jose A. Roldan, 
exporter, addressed the chapter on 
“Our Post-War Relations with Latin- 
America”. 

Woodworth Chapter (Port Arthur, 
Texas): for pledging itself to supply 
volunteers to assist the American 
Cancer Society in the Society’s nation- 
wide campaign to combat cancer. 

Don Juan Filhiol Chapter (Monroe, 
Louisiana): for the delightful dinner 
at which George Holland, secretary 
of the Chamber of Commerce, stress- 
ed in his talk the value of a secre- 
tary’s knowledge of literature as a 
necessary supplement to her business 
training. 

Gasparilla Chapter (Tampa, Fiori- 
da): tor making the first issue of 
GASPARILLA PARADE, its chapter 
bulletin, the most artistic first issue 
of any chapter bulletin. 

Cornhusker Chapter (Lincoln, Neb- 
raska): for its continued selection 
of interesting guest speakers, as ex- 
emplified by the recent meeting at 
which Lowell Devoe, vocational ad- 
visor of the Veterans Administration, 
spoke on “The G. I. Bill of Rights 
and Rehabilitation of Returned Vet- 
erans”. al 

Pelican Chapter (Shreveport, 
Louisiana): for its participation in 
the Shreveport Forum’s general dis- 
cussion on the subject of “Education 
for Peace’. Also, for the first issue 
of what promises to be a very con- 
structive six-page chapter bulletin. 

Minisa Chapter (Wichita, Kansas) : 
for its delightful Valentine tea at the 
Twentieth Century Club, at which 
Ruth McCormick gave one of her 
interesting play reviews and at which 
many prospective members were en- 
tertained. 


Ornith Chapter (Austin, Texas): 
for its reception honoring Zada Mass- 
enburg of National Headquarters 
(who, incidentally, reciprocated by 
helping the chapter to double its 
membership during her visit). 


Chapters 


WE WELCOME 


Evansville, Indiana—Installed Jan- 
uary 19 by registrars Ann Eaton and 
Zada Massenburg. Officers: Jean Bas- 
kett, president; Martha Kahre, vice- 
president; Alma Oberst, correspond- 
ing secretary; Margaret Anne Gar- 
vey, recording secretary; Betty Men- 
zer, treasurer. 


Madison, Wisconsin—Installed Feb- 
ruary 23 by registrars Frances Nuz- 
um and Donnabelle Smith. Officers: 
LaVon White, president; Marian 
Rose Fleiner, vice-president; Donna 
Morrissey, corresponding secretary; 
Joyce Lowe, recording secretary; 
Bernadine Koch, treasurer. 


Dayton, Ohio—Installed February 
22 by registrar Ann Eaton. Officers: 
Edythe B. Harrison, president; Lud- 
wica Raterman, vice-president; Caryl 
Loge, corresponding secretary; Lu- 
cille Korns, recording secretary; 
Katherine Champion, treasurer. 


San Diego, California — Installed 
February 14 by registrar Louise 
Frick. Officers: Louise Cord, presi- 
dent; Iva Miller, vice-president; 
Mary Williams, corresponding secre- 
tary; Hazel Rothfuss, recording sec- 
retary; Dorothy Dennstedt, treas- 
urer. 


Rockford, Illinois—Installed Janu- 
ary 26 by registrars Frances Nuzum 
and Donnabelle Smith. Officers: Mar- 
jorie Beermann, president; Pauline 
Stengel, vice-president; Mildred Rey- 
nolds, corresponding secretary; Iris 
Humphrey, recording secretary; Hel- 
en Whitehead, treasurer. 


Seattle, Washington — Installed 
January 31 by registrars Jean Ward 
and Irene Nelsen. Officers: Roberta 
M. Bowers, president; Iva M. Bishop, 
vice-president; Betty Torgeson, cor- 
responding secretary; Patt Magune, 
recording secretary; Marilyn Olson, 
treasurer. 

Lexington, Kentucky — Installed 
March 16 by registrar Ann Eaton. 
Officers: Morna Bronaugh, president; 
Peggy Wooden, vice-president; Rose 
Elovitz, corresponding secretary; 
Jean Foley, recording secretary; Jen- 
nie Clift, treasurer. 


Tampa, Florida—lInstalled Febru- 
ary 24 by registrar Lucille Rippetoe. 


Officers: Beatrice Foster Roberts, 
president; Winifred Bolesta, vice- 
president; Martha Cowart, corres- 


ponding secretary; Nell Reese, re- 
cording secretary; Elizabeth Meharg, 


treasurer. 
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PICTURE 
PARADE 


ni wh tte OP 


Officers of Sioux Chapter (Sioux City, 
Iowa). Left to right: Hope McLean, Vera 
Norman, Wilhelmina Kirkwood, Mary . : : 
Smith, Jeanne Thom. _ : - : Officers of Decasoy Chap- 
a ter (Decatur, Illinois). 
: Left to right: Margaret 
Morrison, Faye Jackson, 
Annamary Myers, Virgin- 
ia Moyer, Julia Toth. 


Officers of Corn- 
huskers Chapter 


(Lincoln, Nebraska) : 
a a Me ag eg Officers of Don Juan Filhiol 


os oa = —— : Chapter (Monroe, Louisiana) 

~ 5 ees Left Left to right: Sarah L. Hair, 
ig ndi : : Georgia McCoy, Helen Was- 

Pramses “Gasuee. son, Rema Jane Farr, Vir- 

gerdt, Blanche Mac ginia Scheen. 

Donald. 


$ 


y 


Officers of Missouri Chapter (St. Louis, Mis- 
souri). Left to right: Rose Dooley, Jean Ross, 
Vera Shoemaker, Georgianna Meyer, Paula 
Kueffer. 











THE LETTER CLINIC 


Conducted by A.inE E. Hower 


NONSTOP SENTENCE DERBIES 


“I am amazed," writes an executive of a large 
life insurance company, ‘at the length to which I 
frequently go in some of my non-stop sentence 
derbies. Thanks for pulling me over to the curb.” 

It is the experienced letter writer who needs to 
watch the length of his sentences. He knows his 
subject and his ideas flow quickly. Before he 
realizes it, he has run into a long sentence some- 
thing like this: 

One Sentence—Whew! 


“On your returned goods statement of July 30 
you mentioned that you were returning one bolt 
of cotton goods which we did not find in the ship- 
ment that you returned, but our inspector did re- 
ceive one carton of chewing gum which is not our 
stock and we assume it was sent to us in error 
and ask that you give us disposition so that this 
can be straightened out.”’ 

See what a vast improvement occurs when that 
passage is broken up into sentences of reasonable 
length: 

Four Sentences—Much Clearer 

“On your returned goods statement of July 30 
you mentioned that you were returning one bolt 
of cotton goods. We did not find this, but our in- 
spector did receive one carton of chewing gum. 
This is not our stock and we assume it was sent 
to us in error. Will you please give us disposition 
so that this can be straightened out?” 

Good sentence structure will enable you to sub- 
ordinate unfavorable news and properly empha- 
size that which is pleasing to the reader. Here is 
an example: “Although we cannot ship your 
order Aug. 5, as you have instructed, we can send 
it during the week following.’ Notice that the 
words which follow the introductory word 
“although” are subordinated. They lead into the 
important thought “we can.” 

A current weakness in business letters is to 
dictate sentences which are not complete. Every 
sentence needs a subject and a predicate. In “Your 
order has been shipped,” ‘‘order’’ is the subject 
and “has been shipped,” the predicate. The sub- 
ject is the name of a person, place, thing, idea, or 
action. The predicate tells what happens to the 
subject. 

What is the matter with this sentence? ‘Have 
received your shipment.” It has no subject, “We 
have received your shipment.’ What is missing in 
the following: ‘Replying to your letter of Aug. 
20"? That is merely a fragment of a sentence. It 


has neither a subject nor a predicate. The most 
effective way to avoid that mistake is to use a star 
opening: ‘“We are glad to comply with your letter 
of Aug. 20,” or “Thank you for your letter of 
Aug. 20,” or another that fits the case. 


Fairly Short Paragraphs 

Compare a page of solid printed matter in a 
book with a page of conversation. Which looks 
more inviting? Which does the average reader 
turn to with enlivened interest? One reason he 
turns to the page of conversation is that it is 
broken into easy bits for his visual and mental 
consumption. In business letters, the physical 
appearance of the letter is very important. There- 
fore use reasonably short paragraphs. 

When the logical completion of a paragraph 
would involve 10, 15, 20 or more typewritten 
lines, break that paragraph at the most convenient 
place after about six or eight lines have been 
typed. If necessary, break it again. 

“Should the correspondent dictate paragraphs, 
or should he leave this to the secretary?’ Some 
letter writers are “paragraph conscious.” They 
like to dictate their paragraphs. Others prefer to 
leave this to the discretion of the stenographer. If 
paragraphing is dictated, it is generally wise that 
the stenographer follow it carefully, acording to 
the wishes of the correspondent. If paragraphing 
is not dictated, the duty then falls to her to set up 
the letter in a way that is clear, inviting, and cor- 
rect. 


Build Good Will 


Fortunately business letter writing is informal 
writing. Its aim is to get action, to make thought 
clear at a glance, to build good will. Under our 
busy conditions, it usually has to accomplish its 
purpose in a relatively short time. 

Use reasonably short sentences for all letters. 
Occasional exremely short sentences are effective 
in sales letters. They are forceful. Longer sen- 
tences are more soothing and are better adapted 
to credit, collection, and adjustment correspond- 
ence to avoid an abrupt effect. For best results, 
vary the length of sentences. 

Use reasonably short paragraphs. As a rule, 
avoid a series of paragraphs of only one line each. 
Also avoid very long paragraphs of more than 
six or eight lines. 

Make your letter a “chain” of clear sentences 
and attractive paragraphs logically linked to each 
other. 





Aline E. Hower, national'y known Letter Counselor of the HOWER LETTER IM- 
PROVEMENT SERVICE, is the author, of the interesting series of twenty-six articles on 
Letter Writing which recently appeared in the Christian Science Monitor, to whom credit is 
given for reproduction of the article above. Miss Hower, who has recently been appointed 
Letter Writing Counselor for N. S. A., will be glad to answer free of charge any N. S. A. 
member's questions pertaining to letter writing. Merely address your questions to her at 
6321 Natural Bridge Road, St. Louis 20, Missouri. 
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PERSONALITY DEVELOPMENT 


by H. Rosinson SnHipHerp, Pu.D., Litt.D. 


TACTFULNESS 


Is it easy and natural for you to say and do the 
right thing? 

You may retort by asking what we mean by 
“the right thing.” A fair question, indeed; for 
that’s the heart of the matter. 

“The right thing” is always that which makes 
others comfortable or happy. There is a silence, 
or an opening, or an opportunity, of some kind. 
The silence may be an embarassing one, after 
something unfortunate has been said or done; or 
it may be merely electric with tension, when every- 
body knows that something is going to “blow up, 
and nobody knows who is going to be hurt. Into 
that silence you tactfully slip a remark or a 
question or a quip that covers the embarrassment, 
relieves the tension harmlessly—perhaps prevents 
the explosion. 

Perhaps a young performer, highly keyed, is 
ready, a-tiptoe, for praise. A stern, frank critic is 
about to put a heavy, damp foot on her high 
spirits; you sense that, and you forestall him by 
true, sincere praise of some part of her work that 
was really fine; or you recall something funny 
that all of you can laugh over together, with 
hearty, relaxing pleasure. 


For the tactful person never forgets that a good 
laugh together is the quickest, completest solvent 
of all delicate, difficult, tense situations. The 
laugh must reach everyone, of course; and if it 
really comes out of the situation, and is a real 
midriff-shaker, it will relax everyone so happily 
that those who a moment before were ready for 
slaughter will stroll away arm-in-arm. 


These stirring moments, to be sure, are fortu- 
nately not as frequent as the numberless, hourly 
chances you have to slip in the right word or turn 
the kind trick that will give your neighbor, your 
newsboy, your elevator-girl, the girl at the infor- 
mation desk, your desk-mate, your boss, a little 
glow of pleasure or friendliness or gratitude. You 
aren't trying to get something out of them; you 
aren't like the mechanically-smiling glamor-girl, 
smirking for the flash-bulb when the photographer 
tells her to. No, you enjoy being kind and tactful 
for its own sake; it’s a favorite pleasure of yours; 
you'd keep it up even if it didn’t bring out pleas- 
ant responses. 


And let’s never forget that your tactfulness gets 
its reality, its genuineness, and hence its effect- 
iveness in drawing others to you, from still an- 
other precious trait that underlies your whole 
winning personality: from your Sincerity. We 
underscore this: so do you. 


x x x x 


1. Begin Collecting Your Word Treasures.— 
See how large a treasure-trove of words you can 
accumulate—words that keep your thoughts on 
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tactfulness, and thus develop it in your nature: for 
“as a man thinketh in his heart, so is he.’ Start 
with these: 


Sensitive, sensitiveness 
perception 

nice discrimination 
understanding, understandingly 
adaptable, adaptability 
cheerful, cheerfulness 

gracious, graciousness 
imaginative, imagination, imaginativeness 
mental alertness 

“quick on the uptake”’ 

sincere, sincerity 

sympathetic, sympathy 
fellow-feeling 

address 

poise 

presence of mind 

considerate, considerateness 


2. Write about Tactful People—Spend a few 
minutes every day making up brief statements 
about what tactful persons say and do: 

“He snuffed out the fuse of an explosive situation 
by a clever story of his own ‘most embarrass- 
ing moment.’ "’ 

“She had a genius for sensing our difficult moments, 
and helping us through them with a reassuring 
word or gesture.” 

“His contact with those around him was so unerr- 
ingly tactful that we knew it was instinctive— 
he didn’t have to think it out.” 


3. Read Les Miserables, ‘‘Fantine,” Books I-ll. 
—Msgr. Welcome, Bishop of D., is one of the 
most famous and beautiful examples of tactfulness 
to be found in literature. (Notice his calling the 
convict ‘‘sir.”’ ) 


4. Your Other Reading.—There are few exam- 
ples of tact more enjoyable than David Grayson's 
“I Entertain an Agent Unawares,” in Adventures 
in Contentment. You will find much more of that 
same qualiy elsewhere in that book, and in his 
Adventures in Friendship and The Friendly Road. 


5. Your Letter-Writing—Here is your great, 
your limitless oportunity. For you can put this 
priceless trait to work more effectively in your let- 
ters than in any other way. That is, even in letters 
it can operate almost as well as face to face— 
which isn't true of most of your attractive person- 
ality traits. 


And in your letters you have one big advantage: 
you don’t have to make those split-second plays 
that you do in talk; you have time to think care- 
fully what will have the happiest effect on your 
correspondent, and then time to get each best word 
in its best place. Take that time: it will pay big 
dividends. 





—— — 
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You are greeted with a cheery 
“Good Morning.’ Your private 





' office is precisely the tempera- 
ture you like. The mail is neat- 
ly arranged—important letters requiring immedi- 
ate answers in the most prominent place. The 
note that must be renewed has been filled out and 
cannot escape your attention though not insult- 
ingly obtrusive. A list of your engagements is 
placed where it will remind but not threaten. 


You dictate your letters and when you find 
them on your desk slips of grammar have been 
corrected and you are casually reminded of the 
things you failed to do yesterday. The impression 
left is that you must have had some excellent 
reason for not attending to matters which in fact 


you had entirely forgotten. 


You leave for court or a board meeting. Later 
in the day the out-of-town friend who telephoned 
when you were out tells you he talked with some- 
one who seemed to know him and to understand 
why he wanted to see you. Both he and inquiring 
clients have been told exactly where you are and 
precisely when you will return, though how the 


information transpired you never know. 


You must devote the afternoon to working on 
a brief. The misplaced document is brought; the 
lost book found. You are shielded from impor- 
tunate telephone calls—each caller being answer- 
ed with nicely adjusted firmness. No good client 
is offended by being tritely and brusquely told 
that you are “in conference.’ Insistence does not 


put a call through, only necessity prevails. 


Not all visitors are permitted to see you. 
Chronic pests are somewhat summarily turned 
away. For others there is an explanation of how 
busily engaged you are and a gentle intimation 
that perhaps they may be willing to return an- 


other time. 


That Net Impotsille She 


By Wa ter P. ARMSTRONG 


The hard day begins to wear you down. Your 
irritations are dissipated by a touch of humor. 
Your failures are accepted with understanding 


and there is a great satisfaction in your successes. 


You start to hurry home, the chores your wife 
listed for you in the morning having entirely es- 
caped your mind; you are spared reproaches by 
being pleasantly informed that all errands have 
been attended to. 


You go away for a vacation and every few 
days receive a memorandum which does not 
trouble you with details but is full enough to 
assure you that all is well. Only copies of letters 
that cannot await your return are sent. Other 
correspondents receive replies telling them when 
you will be back, and, if possible, answering their 


inquiries. 


One day the worker of miracles is unavoid- 
ably absent. You forget many of your engage- 
ments and fail to attend to a number of matters 
that need attention. You cannot locate the file you 
want or, if you find it, cannot put your hand on 
the letter you are looking for. Trivial telephone 
calls irritate you; you are plagued by bores, while 
valued clients are unable to see you. Finally you 
give up and leave the office early, temper frayed, 


and little accomplished. 


You have not been dreaming. The dea ex 


machina is real. She's your secretary. 





g 


Reprinted from American 
Bar Association Journal. 
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Office Song 


Who does more business than the boss? 
His secretary. 

Who thinks he is a total loss? 
His secretary. 

Who always knows where things are filed? 

Who thinks he’s helpless as a child? 

Who knows her business drives him wild? 
His secretary. 


Who gets the blame when things go wrong? 


His secretary. 
Who works like mad the whole day long? 
His secretary. 
Who phones his wife he will be late? 
Who says he has a business date? 
Who'd like to bust his old bald pate? 


His secretary. 








—Miami Herald 














